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BACKGROUND

This procedure provides instructions for proper conpletion and handling of DMI-
188 (Check Distribution/Attachnents — Revised 6/98). Instructions for conpleting
the DMI-188 formare included in the PROCEDURES section. (See attached sanpl e of
DMT- 188 - Revi sed 6/98).

Use the Check Distribution/Attachnents form DMI-188 when:

1. Processing a nornmal transaction for which the system generated
remttance advice is not sufficient;

2. There are attachnents to be returned to the vendor with the check,
such as a vendor's renittance slip, a copy of the invoice or
correspondence;

3. The mailing address to which the check is to be sent is different
fromthe address on the Vendor File;

4. The distribution fromBureau of Fiscal Services (BFS) is other than
the first class U.S. Miail. See Accounting Policy and Procedures

Manual CASH AND CHECK HANDLI NG 3. 0 (Check Di stribution and Non-
Routi ne Voucher Authorization) for specific limtations.

PCLI CY

To avoid processing or nailing errors, the procedures and instructions for the
DMT- 188 (Check Distribution/Attachnments) nust be carefully followed. It is

i mportant that the actual keying date, not the FMS transaction date, be placed on
the DMI-188. The nanmes and addresses on the DMI-188's nust be typed, not hand
written, in accordance with postal regulations. (See PROCEDURES section).

Wth the inplenentation of postaudit, check witing tapes are released to DOA the
day after the docunent has been keyed into the FMS accounting system Thus, it is
i mportant the DMI-188's with attachnments be subnmitted to BFS Accounts

Payabl e/ Preaudit, no later than the day follow ng the actual keying date of the
voucher. (For institutions, the face sheets and DMI- 188" s should be returned the
sane day face sheets are received). Failure to subnmt the DMI-188's and
attachnents pronptly will cause a delay in sending the check to the vendor, or
the check may be sent to the vendor wi thout adequate docunentation. This can
result in additional phone calls or correspondence fromthe vendor.
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PROCEDURES

The DMT-188's (Revised 6/98) are available fromthe DMI Forns Center. Any
PC-generated fornms nmust be an exact replica and size as the DMI-188

obtai nable fromthe DMI Fornms Center. Postal authorities have indicated
use of colored paper is not acceptable due to the poor contrast of the
address and the col ored background. For this reason, DMI-188's should be
on white paper with the address in bl ack

Postal regulations allow nmail sent by business and governnenta

organi zations to be sent at the economical presort rate provided the nai
can be processed via the scanner devices of the postal system

Handwitten addresses are being returned, to be typed, to avoid increased
postage costs and/or penalties. Specific instructions for conpleting each
section of the DMI-188 are described in Procedure #5.

Al so per postal regulations, add the additional 4 digits of the zip code,
if manually typing in the address on the DMI-188

NOTE: The address nust fit into the wi ndow envel ope so that the ful
address is visible

Organi zations are to prepare the DMI-188's forns for mailing, conplete with
attachnents, and the DMI-188's nust be sorted by the follow ng: by

organi zation, by actual keying date, by voucher nunber; and by fiscal year
i.e. all FY 98’ s in one batch and all FY 99's in another batch

DMI 188" s For Rush Paynent Requests Made By the Institutions. |n instances
where the original invoice and DM5-138 for rush paynent request is
submtted to BFS, the DMI-188 nust be subnitted with any attachnents at the
sanme tinme. The DMI-188 should be conpleted following the instructions in
Procedure #5 to assure the check is properly nmailed or picked up. |If not,
the check will be nmailed according to the vendor file address with no
attachnent, and could result in problenms with the vendor pronptly receiving
the check or applying the check to the proper account.

I ndi vi dual s responsi bl e for preparati on and subm ssi on of DMI-188's to BFS
nmust follow the follow ng instructions for preparation of DMI-188 (Revised
6/98) :

a. Clearly wite in ink or type the following on the DMI-188 in the
spaces provided

The keying date (date keyed into FMS).

The org. #. Enter the three-digit organizati on nunber, i.e
820
The Organi zation nanme. Enter the nane of the org. i.e. DMI

The voucher nunber used for keying the invoice

The paynent anount. Enter the total anount of paynment included
in the voucher for the vendor being paid; if nore than one
vendor is included in the voucher, a separate DMI-188 will need
to be conpleted for each vendor. Make sure the instructions are
very specific on how you wi sh the checks and attachnments are
sent to the vendor or returned to your office

b. Special remt to and/or nailing instructions nust be in the w ndow
address space on the DMr-188. |If you are nailing to a different
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vendor address fromthe address generated fromthe vendor file, type
the conplete address in this space; if you want it returned, for
exanpl e, to your business office, type in the conpl ete business

of fice address or use a stanp that shows clearly the conplete
address and zip code. |If the check is to be picked up from BFS,
again conplete the entire address and staple a bright colored note
over the address on the DMI-188. This will get the attention of the
staff sorting the DMI-188's and the staff mailing the checks that
there are special instructions for mailing of the check. Due to the
vol unme of checks which are mailed fromBFS, this process will make
speci al check handling instructions “stand out”to staff who mail the
checks.

Staple the specific attachnent that relates to the Form DMI-188
together. Staple nust be placed in the far upper |eft-hand corner
ensuring all the attachnents are securely stapled to the DMI-188

Rubber band all DMI-188's for the sanme organi zati on and keyi ng dates
together and send to the DMI-188 Coordinator in the Bureau of Fisca
Services — Accounts Payabl e/ Preaudit Section. Be sure to indicate
keyi ng date on each group of DMI-188's. Face sheets should be
separated fromthe DMI-188's and other attachnments, and forwarded to
BFS — Accounts Payabl e/ Preaudit Section

If you hand deliver the DMI-188's to BFS, it is inperative the sane
sorts are made at the tinme the vouchers are brought to BFS —
Accounts Payabl e/ Preaudit. These shoul d be banded toget her by
keying date. Place the DMI-188's with attachnents in the BFS —
Accounts Payabl e/ Preaudit’s in-basket located in room 750, 1 W

Wl son St.

1 Sanple of DMI-188 (Revised 6/98)

REFERENCES

Cash and Check Handling 3.0 (Check Distribution and Non-Routine Voucher
Aut hori zati on)

CONTACT PERSONS

Har|l an d son

Accounts Payabl e/ Preaudit Section
(608) 267-9301
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ATTACHMENT 1

DEPARTMENT OF HEALTH AND FAMILY SERVICES

Division of Management and Technology

DMT-188 (Rev. 6/98)

CHECK DISTRIBUTION/ATTACHMENTS Date Keyed

Staple
Here Org. # Organization Name Voucher Number Amount

Alternate Mailing Address (Type) or Mailing Instructions

r

SAMPLE




